Annex B– Alternate Facilities


The following are identified as alternate facilities (AF) for the Communications Center:
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*  Identify resources needed to continue the operation of mission-essential functions that have been pre-positioned at the alternate facility and those that will need to be transported to the facility.  Examples of resources include office equipment/supplies, computers, chairs, tables, telephones, printers, and copiers.  

Alternate Facility Operations

· The alternate facility should have pre-positioned resources to sustain operations for three days without resource support. The alternate facility will require installation of:

· Telephones

· Computers/Local Area Network (LAN)

· Fax machines

· Copiers

· Furniture
· Setup of the alternate facility may require vendor and resource support to provide the labor and equipment to outfit the facility. 
Memorandum of Understanding (MOU) Considerations

· The Communications Center [INSERT POSITION TITLE] or [INSERT POSITION TITLE] will establish MOU(s) or pre-arranged contracts with facility managers and other organizations to provide basic support to the Communications Center during COOP events, including exercises. 

· Copies of MOUs and/or pre-arranged contracts will be maintained in Annex L.
Joint Facility Support Requirements

· The COOP Relocation Team (CRT) Chief is responsible for developing a coordinated support plan with the facility manager of the primary alternate facility.

· At a minimum, the plan will address the following items:

· Receiving, supporting, and relocating personnel at the alternate facility;

· Repositioning supplies and equipment at the alternate facility;

· Adequate logistical support;

· Adequate infrastructure;

· Adequate services;

· Capability of the facility to accept the COOP team and operations; and

· Capability of the facility to sustain COOP operations for a minimum of 30 days

· The details of the coordinated support Plan will be incorporated as part of this annex.
Review and Update
The [INSERT POSITION TITLE] or [INSERT POSITION TITLE], in consultation with the CRT Chief, will conduct an annual review of space allocations at the alternate facility to ensure the adequacy of assigned space and other resources. 

Alternate Facility Selection Process
· The alternate facilities should be fixed facilities identified from existing city, state, or City facilities, or from leased facilities.  The alternate facilities must be capable of supporting emergency operations in a safe environment, as determined by the geographical location of the facility, an assessment of the local threat, and the collective protection characteristics of the facility.  The facility requirements, selection, and occupancy planning should be based on a worst-case scenario.

· A list cataloging each facility and its capability and capacity will be used to assist in the selection process.  The Communications Center [INSERT POSITION TITLE] or [INSERT POSITION TITLE] is responsible for maintaining the facility list and ensuring the accuracy of the data.
· The facilities should be located in areas where the ability to initiate, maintain, and terminate operations will not be disrupted.  The following considerations will be used in the selection of the alternate facilities:

· The ability to be operational not later than 12 hours after deployment and to sustain operations for up to 30 days.

· Number of personnel per shift required for accomplishing these functions for 30 days or until the emergency ends.

· Minimum amount of space relocated Communications Center members need to accomplish their functions under emergency conditions.

· Space Allocation Considerations:

· The selected alternate facility site must be able to accommodate nineteen members.

· An estimated 1900 sf will be required (number of people X 100 sf = total sf). 

· The distance from the threat area to any other facilities/locations (e.g., hazardous materials/nuclear power plants, areas subject to natural disasters or civil unrest).

· Facility construction must be such that it is uniquely resistant to natural disaster risk factors (e.g., tornadoes, hurricanes, floods).

· Access to essential resources such as food, water, fuel, medical facilities, lodging, and municipal services (e.g., fire, police).
· The availability of transportation and parking.
· Power requirements to support the Alternate Facility.

· Interoperable communications in sufficient quantity, mode, and media to effectively interface with critical customers, including other State, county, and city agencies.
· Availability of existing equipment and furniture in the facility that can be used by the COOP Relocation Team.
Alternate Facility Acquisition
· If the facility is not owned or leased by the City, a MOU will be established with the owner or occupant of the facility.

· Each MOU will include:

· Time period from notification of requirement to availability of facility for occupancy.

· Space and services to be provided.

· Provision for sole use of allocated space during the period of occupancy.

· Site support procedures and copies of MOUs or pre-arranged contracts will be maintained in Annex L.
Alternate Facility Reevaluation
· Any Alternate Facility identified and rated will be reevaluated for suitability and functionality.

· The annual review of the Communications Center COOP will include a review of the Alternate Facilities to ensure that the facilities still meet the current needs.  

· Recommendations will become part of the remedial action process and any shortfalls in the equipment, maintenance, or improvement and modernization of the facilities will be incorporated into the Multi-Year Strategy and Program Management Plan.  

Provided below is additional information that can be used to determine alternate relocation capabilities during the planning phase: 

· HOT SITE- A hot site is a building already equipped with processing capability and other services.  Operational standby facilities require a subscription contract and charge various fees.  Normally, a three-or five-year contract is negotiated and includes specific hardware configurations with detailed communications requirements, which must be updated when changes occur.

· COLD SITE- A cold site is a building for housing processors that can be easily adapted for use. Vendor contracts should be in place to make the facility operational in a short period of time.

· REDUNDANT SITE- A redundant site is a site equipped and configured exactly like the primary site.

· RECIPROCAL AGREEMENT- A reciprocal agreement is a formal agreement that allows for two organizations to back-up each other. The agreement is usually with an external agency.  Although low development and maintenance cost are the principal advantage to this alternative, consideration must be given to establishing an agreement with an organization that will not be affected by the same disaster. 

· HYBRIDS- Any combination of the above, such as having a hot site as a back-up in case a redundant or reciprocal agreement site is damaged by the same or a separate event.  
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